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} #) A few words of Explanation to the man who enters up the order for Funeral Arrangements: 
ee This Record Book will be of great assistance to your profession in recording funerals and ar- 
- rangements for same, correctly, intelligently and completely. You will find it prudent to enter all 
f 4 items that are given therein, as in doing this you will not only enhance the prestige of the profession, 
i but also create admiration and confidence of your patrons in your work. Record items of a deceased 
‘2 are looked for at the Undertakers’ quite frequently, and the more exact the record is kept with data 
} . that have bearing on the funeral, the better will be the results. 
ie ) 
D | In entering up your work, observe the following: 


Do not hesitate to get and fill in all possible information to make the biographical record of the 
deceased complete. Such items as date of birth, occupation of the deceased, single or married, reli- 
gion and age, are matters of biographical record and should be entered up most exactly and correctly 
in every case. 


The two clauses, “Order given by,” and “How secured,” are important. They will assist you 
, very materially in overcoming the embarrassment incident to asking security for an account. It is 
| also of importance to have party who orders the funeral sign in the space provided for at bottom of 
) sheet. 


The clause “Cause of Death” is very essential for several reasons: 1, to know whether the sub- 
ject died of a contagious disease; 2, to adopt correct measures for embalming; 3, to ascertain neces- 
sity of disinfection, etc. 


The pleasing and correct rotation, observed in the bill of items to be charged, is an essential 
and most practical feature of the chart, and this part of the record alone is worth the price of the 
book. Fill out such items as you were called upon to furnish, and leave the others blank. Read all 
items carefully when you render bill, in order to be sure that you have not omitted any charge. The 
extra lines on bill of items are for such charges as the printed items may not provide. 


———— 


The Ledger part on bottom of each page will enable you to keep account of your entire funeral 
work in this book, though you may prefer to transfer the total of the bill as one item into your regu- 
lar Ledger. 


This Funeral Record has been compiled after close study into the proper requirements of your 
profession. It is the result of years of experience, and, if you will carefully enter up the spaces pro- 
vided in this book, you will find that every item that might possibly be needed for future reference, is 
recorded. 

THE PUBLISHER. 
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No. 4132—132 pages No. 4800—Loose-Leaf Cover 
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FUNERAL ETHICS 


Details of funeral work may vary slightly in different communities, but the following rules of 
FUNERAL ETIQUETTE apply generally. While the Funeral Directors are conversant with mat- 
ters pertaining to well conducted funerals, the suggestions set forth herein cannot fail to prove of 
interest and value and perhaps reveal points worthy of close observance. 


In all things use good judgment and cool deliberation in performing your work, and remember 
that you are not called upon to console the bereaved, but to take care of the remains, and do that in 
the most competent and least ostentatious way. 

Be courteous and polite under any and all circumstances, however trying. Refrain from allud- 
ing to your work as a “job”; it is not only bad form, but is also apt to offend your patrons. Term it 
a “call”, a “funeral”, or “an order”. 

Perform your work in a quiet and considerate manner and make as few requests of the family 
as possible. Talk in an undertone while at the funeral house. - 

When selling the Casket and Furnishings, ascertain what means there are, and how much 
money is calculated to be expended for the funeral, then recommend the highest class of goods within 
the amount. 

Should you be confronted with the argument that lower prices than yours are quoted or prom- 
ised by associations or parties who solicit funerals on a life subscription plan, you may well ask the 
customer if he or she had investigated the promoters financial responsibility. If it becomes absolutely 
necessary, meet the price, rather than lose the business. But you yourself had better investigate the 
contracts of those promoters to discover the weaknesses and flaws in them, then point them out hon- 
estly to your patrons. (See resolutions adopted in October, 1937, by the “Disabled Veterans of the 
World War, St. Louis Chapter No. 1.”) 

If offered in security an insurance policy of a Company you are not familiar with, you can make | 
inquiry at the “Better Business Bureau” or at the insurance commissioner’s office of your state. 

Take correct note of all arrangements for the funeral. Be sure that you have a clear under- 
standing with your customer on all points pertaining to the funeral arrangement, and then note same 
into your Funeral Record Book. Also be careful that you have the correct spelling of name of the 
deceased for the newspapers, etc. A memorandum sheet of the “AMERICAN” Funeral Record will 
assist you greatly in these functions. 

Further take note carefully of the biographical items, such as religion, occupation, age, etc., 
and insert them in the spaces provided for in this Record Book. Items of record of a deceased are 
often inquired for at the Undertaker’s, and by keeping complete record, your patrons will see for them- 
selves that you are doing your work on up-to-date principles, and that a funeral is handled by you 
better than a mere “putting the body under ground”. Death Certificate, memorandum sheet on which 
the order was taken, newspaper clippings, and notations should be placed in an envelope and filed for 
possible future reference. 

At the Funeral the Funeral Director should dress in a dark, preferably black suit, and should 
wear a black necktie; but in summer he may wear an all white suit if he prefers. 

Use Badge consisting of delicate flowers or smilax with lavender or gray ribbon on the door, 
instead of the antiquated crepe. 

Avoid all delay, hitch, or any misunderstanding among your helpers. Instruct bearers, drivers 
and others beforehand. 


In some cases use Matting, and possibly a Tent, at the cemetery to keep off rain or intense sun- 
light. The bereaved will often appreciate such suggestion. Lining with evergréen helps very materi- 
ally to make a grave seem less distressing during interment. 

Paint or stain the Outside Box or Shipping Case. 


At the funeral services the sermon precedes the speeches of lodge members, whose speeches are 
usually made at the grave. If societies attend in a body the principal services are held at the grave; 
Roman Catholic always at the church. Where both the WHITE SHRINE and the EASTERN STAR 
are represented, the WHITE SHRINE functions first, because the Commitment in the EASTERN 
STAR ceremony really concludes the service. 


Order of funeral cortege is best arranged as follows: Minister’s Automobile, Automobile with 
Pallbearers, Hearse, Chief mourners Automobile and automobiles of friends. If Lodge members con- 
duct the rites, the Lodge members lead the procession. 


At military funerals place Flag on Casket with the field (stars) over left side of casket (indi- 
cating position over the heart). Poppies may be placed on the Flag but no other flowers. In pro- 
cession in which flags are carried, the NATIONAL FLAG must always be carried to the right of all 
other flags, and in change of formation it must never be crossed with other flags. 


Where the deceased is buried without any religious service, or where the mourners are unable 
to engage the services of a clergyman, the Undertaker may officiate and offer the prayer. Stillborns 
are buried by the undertaker alone; it is unusual that any of the family attend the interment. 

If remains are to be shipped, depart from the house, the funeral parlor or the church in time to 
reach the depot at least one hour before train time. 


Where bodies are neither embalmed nor put on ice, keep in coolest place possible. Perhaps 
best is between two open windows, with the shades drawn down as far as needed; use a bleacher 
frequently over face and hands of the deceased. Where death resulted from a contagious disease, 
follow State regulations. 


While the chief mourners are turning from the grave and the friends are still there, it is fitting 
that the Funeral Director, in behalf of the family, say a few words to their friends, expressing appre- 
ciation for their floral offerings and for their sympathy. 

Let the entire funeral be conducted in a dignified and well-ordered manner, and you will have 
conferred a lasting favor upon those who required the need of your service. This is the best method 
of advertising which an Undertaker can employ, and is the stepping stone for sure success. 

THE PUBLISHER. 
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Rosalie St. George Hutcheson, a 
Brooklyn girl to whom he was mar- 
ried for 40 years, died at Saratoga 
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LEEDY—In Los Gatos California, ees | 
Tuary 24, 1940; Mrs. Irene May Leedy, 
widow of the late E. R. Leedy, mother 
of Mrs. Virginia G. Bock of Los Gatos; 
Mrs. Minerva Pucheu of Tranquility, 
California; Mrs. Lulu L. Haynor of Mo- 
desto, and Mrs. Erma E. Gates of Fresno; 
grandmother of Rolene Bock, John and 
William Pucheu; sister of Riley S. Kings- 
bury of Yuba City; Mrs. Cordie M. Han- 
nah of San Jose, and the late Edith B. 
Noethig. A native of Marysville,. Cali- 
éfornia. Aged 74 years. 

Friends are invited to attend the fu- 
neral, Monday at 2 p.m. in the the Mel- 
vin Mortuary Chapel, 300 West Main 
Street at Tait Avenue, Los Gatos, In- | 
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SCHNERR—In Los Gatos, Calif., Apr 
16, 1951,, Edward Thomas Schnerr, be- 
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mussen, loving wife of the late George P. 
Rasmussen; sister of Mrs. Matilda E. 
Flood of San Francisco and the late Rich- 
ard P. Doolan, Frank T. Doolan and Mrs. 
Louise Jones. ce native of San Francisco, 
aged 73. year 

Friends are ‘invited to attend the aoe 
neral tomorrow, Saturday, at 
from the Melvin Mortuary, 300 W. Main 
St. at Tait Ave., Los Gatos, thence to 
St. Mary’s Catholic Church on Bean Ave., 
where a Requiem Low Mass will be cele- 
brated for rae repose of her soul, com- 
mencing at ‘9:30 a.m. Interment, Los 
Gatos Cameleon: The Rosary will be 
eared Friday at 8 p.m. in the Melvin 
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Miss Boscovich had lived with 
her mother, Mrs. Ana Boscovich, 
at Wood Acres off Bainter ave- 


nue, Besides her mother, she is. 


suryived by two sisters, Mrs. 
Agnes Mendoes of Oakland and 
Mrs. Nellie Beebe of Washing- 


ton, and two cousins, Mrs. Phyliia 


Radich of Oakiand and Domo 
Marinovich of Sunnyvale. 
Funeral services will be held 
Wednesday at 10:30 a.m. at Mel- 
vin mortuary, Los Gatos. The 
Rev. David Todd Gillmor will 
officiate. Interment will be in 
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Taking Remains to. .......--ee eset e ener eee 
Trip to Coroner’s Inqpest ....... sep 
Delivering Box to. ae. hte aes... 
Deliver Flowers to...... Mises Ct 
=e. : Removal Charges... iis sc mde Stones 6 
of oie : Procuring Burial Permit..............-+:.+-- 
pa ; . sa SF 2 i (State Number and District) 
,. OZ. ; pe A i> Am... MX | _ Certif.Copiesof Death CertificatesNo.—____||..-....|-++++ 
e “Go $°GE (State Physician’s or Coroner's } 
Pall Bearer Ce, $.... UseofGhapel$..... 
Gross Total forsales: Takis .o% en cans eee Se an ne 
Outlay for Lot Ri Phas Gees Ak ae eee 


Cremation. . 


ental of Tent, $....of Temporary Vault,$....||.......J--+++: 
Opening of Grave or Tomb............. 2s ee eflee eee e[ee ress 
Lining Grave, $...... Lowering Device, $ .....jj.......|-+-+>: 
Outlay for Shipping Charges 9.7. eC AOS 

MMEGIACS, . 0. ccs ese ete eee tect eeseneeeee: Clergyman, $ 4.3. agers $———Organets $e...) 02... 
NS or Moths a og rim Wit ee eae Aero” Service,§. 45 .lsuncy. eee 
EE TU SHURT. ons ens veeanen se arrecan sees sss Telegr., Phone, Cable or Radio Charges........||....-+-[ee+++: 
Gt) ES a a Cash Advanced. 6.00065 ss. ke's wow « 0's © open nen a 

piieee' Paths to . S ¢ t of town Undertaker’s Charges............ 


: | ria ee lala Balance. . ss. iis +s Van @haee eel eee / 
7 oss else oes «50 'ee cieless Entered into Ledger, page...... or below. 
| Amount Paid Balance Date Amount Paid Balance 
a Ze | 
\5 778. |s Bile mhaeate Ce To Balance Forward: © 12063. sk ee ee ee 
<< A ee oe es Pere ees ford By Payment mee y re Jest eeely saa Divide wa wie aule 
| a oS a ees A 2: Ot LE aR és Ait ET | 
ae KD ss tostihoeas ene 
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Be ieee <(,...Mm.| Extra Limousines ........... 
(Date) Cour) Autos to R. R. Station. . 
Services at. Getti emains from. . 
Clerevman: Taking Remaingf0 . Cone 
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